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ftTfflgDS DISPOSITION AUTHORITY 


In accordance with Federal Statutes and Records Disposition Authorizations 
granted by the U.S* Congress the attached Records Control Schedule 14- /a 
for the Office of the Deputy Director for Administration is approved and 
implementation of the disposition instructions is authorized. 


Prepared by: 


Review: 
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STATINTL 


STATINTL 
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TYPE CONCURRENCE OFFICER'S NAME AND TITLE 

25XHA 


RECORDS CONTROL SCHEDULE 


CLAS_S IF I CAT I ON 

»i tin fa a 


OFFICE. DIVISION, BRANCH 

Deputy Director for AiMicdstratica 


'otir siefi«)(jtr*wy« 

l*- /I 


DATE ( S ) OF OLD SCHEDULE(S) 

August 1971 


REVISED SCHEDULE NO. 

14-75 


m jjY30irW 


CONCURRENCE 


OLD SCHEDULE 
AND ITEM NO (S) . 


14-71 

1 


NEW 
ITEM 
NO . 


FILES IDENTIFICATION 
(TITLE, DESCRIPTION , ARRANGEMENT , AND INCLUSIVE DATES) 


VOLUME 

( CU . FT.) 


DEPUTY DIRECTOR’S SUBJECT FILE 

Consists of correspondence , memoranda, studies 
related material which document the policies, 
planning and coordination of the Administrative 1 
(support) activities of the Agency. Files 
are originated by 0/BM or the Directorate 
components. The file also contains copies 
of correspoiidence and documents that were 
referred for signature or concurrence of the 
BOA. Official file copies for these are 
returned to the originating components or to 
the offices having primary responsibility for 
action. Operating offices maintain more 
complete files which include the background 
material, coordination and subsequent actions 
that are not reflected by the copies maintained 
in the central file for the DOA. The operating 
components have been designated as offices 
of record by records control schedules which 
were approved for each area office where the 
files axe scheduled for permanent retention. 
Copies are maintained in the Chrono file for 
reference purposes of the DOA staff. Filed 
by project or subject according to the Agency 
File Manual. 

a. Substantive Documentary Material which 
reflects the direction and responsibility of 
the DOA. These files will be retained as 
the official record copies for the BOA staff. 


DISPOSITION INSTRUCTIONS 


Permanent. Disposal not authorized. 
Cut off file at the end of each 
calendar year; retain in current files 
area for two years then transfer to 
the Records Center. 


FORM I OQ OBSOLET 
8.74 1 EDITION 


E PREVIOUS 


CLASS IF ICATl^f^, 
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■2, IMPDET CL. BY: 


OLD SCHEDULE 
AND I TEM NO (S ) . 


FILES IDENTIFICATION 


QL-ASSJ FJ CAJ I ON 


DISPOSITION INSTRUCTIONS 


14-71 

1 


b. Extra copies of that material which 
duplicates the official file copies returned 
to the operating ccssponents. 

TOP SECRET FILE 

Correspondence , reports and otNr papers 
maintained in a separate file because of Top 
Secret security classification. Filed by 
do cument amber. 

CHRQNO FILE 

Extra copies of all ccBaanrteations originate 
by members of the 0D/A Staff. Maintained for 
reference purposes. Filed chronologically. 

a. Chraoo files dated through 1967. 

(Reflect direction and policy of IDS for 
period when Subject file system was not 
established.) 

b. Chrono files dated subsequent to 1967. 


PROJECT FILES 

Correspondence, memoranda, reports, approval; 
and various data relating to programs and 
projects which require review, ccKieurmice, 
or approval by the DD/A. Filed alphabetically 

y 


Temporary. Cut off file at the end of 
each calendar year; retain for two 
years and destroy. 


Dispose in accordance with scheduled 
disposition instructions for the 
papers to which the documents relate. 


Permanent. Disposal not authorized. 
(All transferred to the Records Center 


Temporary. Destroy after one year. 
(Cut off at end of each year. Destroy 
one year thereafter.) 


Permanent. Disposal not authorized. 
Transfer to the Records Center when 
no longer needed for current operati 



CONTINUATION SHEET 
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(41 ) 



OLD SCHEDULE 
AND ITEM NO ( S ) . 


FILES IDENTIFICATION 


CLASS IF I CAT I ON 


DISPOSITION INSTRUCTIONS 


14-71 

S 


5 AGENCY ISSUANCES FILE 

Copies of Regulations, Public Laws, Executive 
Orders, Notices, and other published issuances 
of the Agency. File is maintained for reference 
purposes for the Deputy Director and Ms 
assistants. 

Incorporated with 5a. 

6 ADMINISTRATIVE SUBJECT FILES 

Corresnorxienee , fores and other papers which 
acawulate in the genera 1 adadnistration and 
in conducting the daily ^rations of tlie 
Deputy Director's immediate office. Included 
are machine listing of T/O's, copies of person- 
nel actions, leave records, and other admini- 
strative matters. Filed by subject category. 

7 CABLE FILES 

Information copies of cables which are 
referred for attention of the DD/A and the 
A/Wtk. Filed oaserically. 

8 COMMUNICATION CONTROL FILES 

These are various posting media for recording, 
receipt, routing and final disposition for 
all communications received by the office. 

a. Top Secret Log Boohs, retained signed 
copies , one copy forwarded to T.S. Control 
Officer. Filed chronolog ically . (Prior to 
1955) (Discontinued) 


Tes^wrtry. Destroy whe® superseded 
or obsolete. 


Temporary. Destroy when obsolete or 
no longer needed. 


Temporary. Destroy after 3 months. 
Maintain 3 months level then destroy 
oldest month. 


Destroyed. All material transferred 
from DD/A custody more than 10 years 



FORM I 9Q a obsolete 
Qw7A 10 ya previous 
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NEW 
ITEM 
NO . 


FILES IDENTIFICATION 




8 


C * 

f. Courier Hail Receipts. Copies of receipts 
for classified mail. Signed by couriers at 
of pick up far delivery to addressees. 
Filed chronologically, 

g« Document Receipts. Signed copies of 
receipts for classified material. 

h. Logs for S. I. Material 


1. Top Secret 


2. Secret and below 


9 


HISTORIES OF DD/A COMPONENTS 


Copies of histories prepared by each composes 
within the DD/A Directorate. (Record copies 
maintained by Historical Staff.) 


10 


REPORTS 

Copies of Weekly Reports received from each 
DD/A component. Maintained for reference 
purposes. 


11 


BRIEFING CHARTS 


Oversize charts and maps used for briefings 
and meetings. 
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C0NTINUATI0N SHEET 


form | 39a 

8-74 


OBSOLETE 

PREVIOUS 

EDITIONS 









Apprn»nrl Fnr Pftlmc. 

RECORDS CONTROL SCHEDULE 

ivr-nrn-*. » 

003 * 0001-6 

14-71 

REVISED SCHEDULE NO. 

14-75 


OFFICE. DIVISION. BRANCH 

Harder Met Officer for the DD/A | Senior Training Officer for tl 

DATE ( S ) OF OLD SCHEDULE(S) 

ie DD/A. August 1971 

DATE OF CONCURRENCE 

2 9 JUL 1975 

25X 

TYPE CONCURRENC 

A 

cmo/oda 

CONCURRENCE 

l— r ‘ 


OLD SCHEDULE 
AND ITEM NO (S ) . 


14-71 

15 


15a 


15b 


15c 


NEW 

ITEM 

NO. 


14 


FILES IDENTIFICATION 

(TITLE, DESCRIPTION , ARRANGEMENT. AND INCLUSIVE DATES) 


MG CAREER DEVELOP®^ FILES 

Files contain copies of laasoranda, biographic 
r ketches, evaluatioiis, career board actions, 
training requests, personnel files, and other 
documents relating to the MG careerists. Used 
in career managesaent and personnel administra- 
tion. Filed by individual's name or subject 
category. 

a. Official records of the MG Career Sfcib- 
Group Board which include the minutes of meeting 
correspondence , decisions and other papers 
which reflect policies and actions taken by 
the Board and the Administration Career Service] 
Board. Files are maintained for the Executive 
Secretary and filed chronologically . 

b. Soft files maintained on individual MG 
Service careerists, include documents relating 
to the individual’s employment, his performance^ 
on the job, training, fitness reports, travel, 
and other related papers used in career plan- 
ning. Filed alphabetically. 


VOLUME 
(CU. FT.) 


c. Copies of Maiming Tables, Staffing Pat 
*« Position Control Registers, Position 


terms 


TO's „ „ „ , 

Descriptions, Ckapetitive^Listings to rank 
employees, Macnine listing of positions , persoq 
ml, language rosters, and other personnel 
ma nag ement categories. Maintained by subject 
category. 


DISPOSITION INSTRUCTIONS 


Permanent. Disposal not authorized. 
Break files annually, hold for two 
years or until no longer needed for 
current reference then transfer to 
the Registry for ultimate transfer to 
the Records Center. 


Temporary. Upon separation of the 
employee , screen folder and transfer 
pertinent personnel documents to the 
Office of Personnel for incorporation 
in the official personnel folder. 
Retain remaining portion of file for 
six months then destroy . 

Temporary. Destroy when superseded. 


139 


EDITIONS 


cLASSiF^g^qa 
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IMPDET CL. BY: 



OLD SCHEDULE 
AND I TEM NO (S ) . 


FILES IDENTIFICATION 


disposition instructions 


14*71 

15d 


d. Biographic profiles and fitness reports 
for MG Perroimel . Maintained by grade level 
GS-8 throu^i OS-16. Three sets of files are 
retained for the Support Officers for ranking 
purposes. 

e. A group of biographic files of other 
career designees. Maintained for ready 
reference as candidates for MG positions. 

REGULATION FILES 

Copies of Agency Regulations, Notices, hand- 
books, Public Laws, and Executive Orders of 
specific interest to the Staff. Maintained 
for ready reference. 

TRAINING OFFICER’S FILES 

Copies of correspcaadenee, statistics, 
external training facilities, course outlines, 
aid other information car training activities an 
requirements . Used for evaluating training 
aid in selection of Support personnel for 
external training. Hie majority of the files 
consists of individual folders on external 
courses and facilities such as, Indus trial 
College, Brookings Institute, Naval War College 
Senior Officers Schools, and others. Filed by 
course or facility. 


Hew Item 17 DDA PERSONNEL PLANNING FILES 


APP (Annual Personnel Flan) , POP (Personnel 
Development Plan), HD (Equal Employment 
Opportunity) Reports. CM) does reports for 
M and MG Service. Consolidate M; MG and DDA 
for all arms* 


Temporary. Destroy when employee 
resigns from the Agency or is separat 
from the MG career service. 


Temporary. Destroy when no longer of 
current interest. 


Temporary. Destroy when superseded 
or obsolete. 


Temporary. Destroy when superseded 
or no longer needed for reference 
purposes. 


OBSOLETE 
1 O ys. PREVIOUS 

editions 
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RECORDS CONTROL SCHEDULE 






dffice. division, branch 

DDA/Plans Staff 


TYPE CONCURRENCE OFFICER'S NAME AND TITLE 


OLD SCHEDULE 
AND ITEM NO ( S ) 


NEW 
I TEM 
NO. 


IS 


13a 


18b 


18c 


18d 


18e 


FORM I 39 "o'tionI 


Chief T Plans Staff 

r- . . r-r- i newt 1C ir AT I ON 


14-71 


DATE ( S ) OF OLD SCHEDULE(S) 


August 1971 


REVISED SCHEDULE NO. 

14-75 


DATE OF CONCURRENCE 

2 8 JUL 1975 


CONCURRE t 


25X1 A 


(T1TLE , INCLUSIVE DATES) 


VOLUME 

(CU. FT.. 


dawning 

Lteinist: 


this Staff is responsible for matters of 
budgeting and related activities for the 

HAMS AND PKT3 RAMS FILES 

Files consist of correspondence and docu- 
mentation of the administrative planning 
and programing of manpower utilization and 
expenditure in the ID/A. Specific areas 
of interest are Appropriat ions , MBO, Planning 
Papers ^ Submissions to Agency Program Call, etc 

a. Program Planning. Studies requested by 
Of-18 or P lannin g papers initiated by the Staff* 


b. Office submiss ions to the Planning paper; >, 
O/Caaptroller program call, briefings on 
program management. 

c similar programs 

, (MsconfxmeS^^srotroller is now office 
i of record pear Chief, Plans Staff.) 

! 

! d. Personnel Planning. Staffing complements 
Personnel ceiling?, manpower requirements , 
and monthly strength reports . 

e. Miscellaneous papers relating to 
supergrades. (Discontinued) 


programing, and 
nation Directorate. 


DISPOSITION instructions 


Permanent. Transfer to fie Registry 
when no longer of current interest ; 
hold for one year then transfer to 
the Records Center. 

Permanent. Transfer to the -Registry 
when no longer of current interest; 
hold for one year tten transfer to 
the Records Center. 

Permanent . Transfer to the Registry 
when no longer of current interest; 
hold for one year then transfer to 
the Records Center. 

Temporary, Destroy when no longer 
of current interest. 


Destroyed. 


CLASSIFICATION 
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E-2, IMPDET CL. BY: 


OLD SCHEDULE 
AND ITEM N 0 ( S ) 


CLASS I F I CATTOL 


FILES IDENTIFICATION 


DISPOSITION INSTRUCTIONS 


14-71 

!8f 


£. Support material, background papers, ar*i 
working files, 

g* MBO. Status reports, minutes of 
management conferences . 


Temporary. Destroy when no longer 
of current interest. 

Permanent, Disposal not authorized. 
Hold each FY’s records in current 
files arm fear 3 years. Scree®, 
destroy non-pertinent material , and 
retire to Records Center. 


19 BUDGET FILES 

These documents reflect the preparation, and 
submission of budget estimates. Congressional 
budget hearings , project funding, materials 
and operating budgets for all DD/A components. 

a. Budget estimates prepared by DD/A Plans 
Staff. (Record copy retained by 0/ Comptroller] 

b. Budget* Hearings and changes, (trans- 
ferred to O/Comptrollcr) 

c. Copies of office budget submissions, 
budget allotment files, reviews, etc. 

d. Background papers concerning cost 
reliction program, ceiling, overtime, etc., 
related to budget preparation. 

e. ^fachine runs on T/0*s, FAN reports, 
salary tables, contract ceilings. 

20 OffiOND FILES 

a. Extra copies of all caaomications 
originated by members of DD/A Elans Staff. 
Retained for ready reference. 


Temporary. Transfer to Registry at en 
of Fiscal Year; destroy after 2 years. 


^ Temporary. Destroy when no longer of 
^ current interest. 

Temporary. Destroy after one year. 


Temporary. Destroy when supersede!. 


Temporary. Retain for one year the® 
destroy. 


1 39a prIvi oII 


REC^IWSTO^WlTROt RSflhifettliOOI/08/13 P£fA^fW£d)7317A000 10034000 1-6 

CONTINUATION SHEET --->==£■ 



Approvec 

RECORDS CONTROL SCHEDULE 


CLASS IF »fc ATI t 


"'dDA/ S upport (derations Staff (Alx)li^_Decaaber 1972] 

T * i/>pn ■ c m a MT AND TITLE 


UtV ScWUiW A<UUt).H)U340U01-T 

14*71 

date is) of old schedule(s) 

A ugust 1971 

CONCURRENCE 


Irevised schedule no. 


■date of concurrence 


'typeconcurr^ce officers name and title 


" volume 

" OLD SCHEDULE ^ ^^ < 0 ^ 

and item no(s) . N0 . — 


disposition instructions 


14r71 This stall ms abolished December 1972 

22 STAFF SUBJECT FILES 

CorrespOTsdeuce, memoranda, studies <®d 
related saUerial which accumilate rn carryu^ 
out the responsibilities 
Staff. Soae specific areas of interej ar 
reports on various meetings and n 

probation of speeches 

Processing Coordination Board , computers and 
data processing, the Support Mletii*’ Ibe 
Support Historical Trograa^the Agency 
program, honor and merit awards, emergency 

planning. 

* reflects \ Permanent. Disposal n 

2?a a- Substantive materia l Material retired to Rc 

221 policy, direction, and «ith Xt«. »1 of this s 

I l DfWL on the above matters, exce pt 

I Planning which was transferred to Logistics. 

Transferred to Hi star) 

2 r D b. Historical Program. 

Transferred into Schec 

22c c. Speeches. (Discontinued) xtem 22a. 

22d d. Movie Program. (Discontinued) Destroy! 

22e e. Background and reference files. Destroyed. 

(Discontinued) 

23 I SUPPORT BULLETIN 

Discontinued | __ 

1 «cc'P'r»TION E2 , IMPDET CL. BY: 
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Permanent. Disposal not authOTiz^L 
Material retired to Records tenter 
with Item #1 of this schedule. 

Transferred to History Staff. 

Transferred into Schedule 14-71, 
Item 22a. 

Destroy! 

Destroyed. 




RECORDS CONTROL SCHEDULE 


Approved For Re l ease 20Qi(QP/ja^- l ^7M^lTAQPft 1 0034 000 1 -tT 

(New) 


OFFICE, DIVISION. BRANCH 

Assistant for Inforaaticra/BDA 


TRFNCE OFFICER’S NAME AND TITLE 

lAI/DQA 25X1 A 


DATE ( S ) OF OLD SCHEDULE(S) 


REVISED SCHEDULE NO. 

14-75 


DATE OF CONCURRENCE 

2 9 JUL 1975 


CONCURRENCE 




OLD SCHEDULE 
AND ITEM NO (S) . 


New 


NEW 
I TEM 
NO . 


22 


FILES IDENTIFICATION 

(TITLE, DESCRIPTION , ARRANGEMENT , AND INCLUSIVE DATES) 


VOLUME 
(CU. FT .) 


This is a newly created office which has 
for all of the information elements of thi 
Systems Analysis Staff, the Information R 
Staff. This position serves as the overaL 
affecting the .Agency under the amended Fra 
and the Privacy Act of 1974, As such, the 
the development of Agency policy with r 
information. 

SUBJECT FILES 

Correspondence, statistics and reports 
relating mainly to overseeing activities 
relating to the Freedoia of Information Act 
and the Privacy Act. Included are policy 
and procedural material , statistical reports, 
working papers and appeals. ALiso the 
secretariat’s a mutes of meetings for the 
inf ormation Review Qanmittee. 

a. Policy and Procedural Material. 


b. IRC Minutes and Agenda. 


c. Working Files. Maintained to monitor 
cases being acted upon by other components. 


itaff 


5ta 


im s 

rview S' 

1 Agency 
of 


Freedom 


posit 
to 


DISPOSITION INSTRUCTIONS 


jwersight responsibility 
f: the Information 
ff, and the History 
focal point for matters 
Information Act of 1974 
is responsible for 
mblic release of Agency 


tion 



GIB 


Permanent. Disposal not authorized. 
Transfer to DDA Registry after 2 
years. (For retirement to Records 
Canter.) 

Permanent. Retain in current files 
indefinitely. (Transfer to Records 
Center when no longer reeded.) 

Temporary. Return to IRS when 
action caspleted. 


FORM 

8-74 


class IF ICAT 1 ON 


EDITIONS 
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OLD SCHEDULE 
AND ITEM N 0 ( S ) . 


FILES IDENTIFICATION 


CLJVS£ 


DISPOSITION INSTRUCTIONS 


PRIVACY ACT FILES 

Contains guidelines for implementing the 
Privacy Act issued by the Office of Manpower 
and Budget, Civil Service Commission, etc,; 
a complete inventory of Agency record systems 
subject to the Act and legislative background 
cm the Agency's general exemption. 

QECffi FILES 

Extra copies of correspondence maintained 
for reference purposes. 

STATISTICS REPORTS 

Received and maintained to monitor all 
programs for which the Assistant for 
Information is responsible. 


p ermanen t. Disposal not authorized. 
Retain for 2 years ti; 
to Records Center. 


ILLEGIB 


Temporary, Destroy after 2 years. 


Temporary. Retail for 1 year then 
destroy. 


[ OQn obsolete 
I 0 previous 
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OLD SCHEDULE 
AND ITEM N 0 ( S ) . 


14.02-71 

14a 


CA. Rk* rafwn m 


FILES IDENTIFICATION 


DISPOSITION INSTRUCTIONS 


a. Source 


Permanent. Disposal not authorized. 

Gut off at the end of each calendar 
year; retain in current files area 
for three years, then microfilm. 

Forward iraaediately the silver camera 
waster (positive or negative) plus a 
diazo, vesicular, or silver reference 
copy to the Agency Archives. Paper 
copies my be destroyed after microfiin 
is verified by an Agency Official as 
an acceptable substitute based cm 
standards prescribed in FPMR 101-11. S 
aid. when no longer needed in current 
Tiles area. (72-^-172-131 dated 
7 February 1972 approval from CSA/NARS) 
Retain one copy of microfilm in current 
files area for use as a locator and 
index file. 


b. Naaerical file. 


Temporary. Destroy after two years. 
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